
REIMBURSEMENT INFORMATION 

 
Below is information about reimbursement procedures. Please read the 
information carefully. If you have any questions about your eligibility to receive a 
stipend please contact Janice Barnes either by e-mail at  

janice.barnes@calema.ca.gov  or by phone at 916-845-8641. 

Any exceptions to travel must be requested in writing and faxed along with 
documentation to 916-845-8381.  All exceptions must be approved prior to making 
your travel arrangements. Otherwise, your stipend may be denied or limited to the 
State ceiling amount.  

INDIVIDUALS ELIGIBLE FOR REIMBURSEMENT:  

 State, local, or Tribal government representatives. 

 Recognized volunteer organization representatives. 

 Active emergency management organization representatives. 

 Representatives from State or local fire organizations.  

If you do not apply for a stipend reimbursement within 60 days following the 
course start date, your stipend reimbursement will be denied.  

INDIVIDUALS NOT ELIGIBLE FOR STIPEND REIMBURSEMENT:  

 Federal government (Federal students are subject to Federal travel regulations and 
travel under orders prepared by their office).  

 Private industry employees.  

 Employees who are contracted to Federal, State, or local government entities (such 
as rural-metro departments).  

 Representatives of a foreign organization.  

 

 

 

 

REIMBURSEMENT PROCESS BELOW 
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REIMBURSEMENT PROCESS:   Stipend Directions for NIMS ICS All-Hazards IMT 

Courses: 

 
Eligibility for Stipend Reimbursement FOR FY2013:  Individuals from a County, 
City, Town, Village, State, Special District, or Tribal Nations are eligible for stipend 
reimbursement.  Individuals from a Federal, Private Industry, FEMA/DHS and 
Foreign Students are not eligible for reimbursement. 
 

1. The stipend forms you are provided will have the following pre-printed information 
for each individual class; the course code, name, date & fund code.  Please check 
to make sure that the information on your form is correct and pertains to the 
course you are currently attending.  You are required to attend the entire course; 
failure to do so may result in a denied stipend. 

   
2. The stipend forms should have directions stapled to them.  If you have a question 

please contact Janice Barnes at 916-845-8641, or janice.barnes@calema.ca.gov. 
 
3. You must mail in your form & receipts in as soon as possible to: 

Office of Admissions  
National Emergency Training Center  
Building I, Room 216  
16825 South Seton Avenue  
Emmitsburg, MD 21727 
 
 

Your Stipend Check will be direct deposited into your checking account.  You must 
submit a voided check with your package. 
 
4. At this time we are only reimbursing for the following: 
 

 Travel (either a round trip airline ticket or 1 round trip by car) 

 Baggage charges 

 Hotel charges (for the room only.  We do not reimburse for room service, 
movies, internet access, etc). 

 
5. Reimbursement for airfare is contingent upon the advanced purchase of a 

coach/economy non-refundable ticket. Any questions regarding airfare 
reimbursement should be referred to NETC Admissions: 
 

Contact Information: 
NETC-Admissions 

(800) 238-3358 x1035 
NETC-Admissions@fema.dhs.gov 
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6. Rental cars have not been approved for reimbursement.  If someone rents a car & 
drives to the course we can reimburse for mileage for 1 round trip from their home 
to the facility but not the cost of the rental car. 

 
7. Students will receive a direct deposit into their account about 6 to 8 weeks after 

the course is over. 

 
**Reimbursement will only be made to an account that bears your name. You are 
responsible for reimbursing your department, if applicable. This is a result of increased 
restrictions by the receiving financial institutions.  If you do not have a personal account, 
please contact us immediately for further instructions.  
 
Reimbursement for a failed course:  
 
If eligible for a stipend, you will be reimbursed for the course you failed.  
If you reapply to EMI and are accepted, no stipend will be paid for that course, and you 
will be required to pay for lodging. Once you successfully complete a course, you once 
again will be eligible to receive a stipend for future courses.  
 
 
Reimbursement for Airfare:   You are responsible for making your own travel 
arrangements. 
 
You will be reimbursed the cost of a direct (no side trips or extended stays), 21-day 
prior to the course travel date pre-purchase, nonrefundable ticket for round trip 
transportation by common carrier (economy coach class, nonrefundable) for each 
course. Proof of nonrefundable fare is required!  
 
If you take side trips or travel outside of the defined travel days, your 
reimbursement shall be limited to no more than the State ceiling amount as noted on 
the Reimbursement Ceiling Chart.   *PLEASE NOTE:  The state ceiling included is for 
2012, the 2013 have not come out at this time.   
 
To eliminate the perception of misuse of government funds, FIRST CLASS, 
BUSINESS CLASS, and REFUNDABLE AIRLINE TICKETS WILL NOT BE 
REIMBURSED AT FULL FARE, unless you request, in writing, an exception prior to 
making your travel arrangements, and have received written approval. Otherwise, your 
reimbursement will be limited up to the State ceiling amount.  
 
It is your responsibility to find the cheapest ticket available. Failure to do so may 
result in your reimbursement being limited to the State ceiling amount.  
Use of frequent flyer miles toward the purchase of a ticket is NOT reimbursable.  
Fees associated with seat upgrades or early bird check-ins are not reimbursable.  
 
 
 



Flight or ticket insurance is not reimbursable.  
If any portion of your airfare is subsidized by another source, that portion is NOT 
reimbursable under the Stipend program.  
 
 
 
This table will be used to determine reimbursement for IMT Training Students: 
 

STATE CEILINGS FOR 2012 National 

Emergency Training Center 
State/Territory  

Saturday Stayover ($)  No Saturday Stayover 

($)  

AS  American Samoa  2,400.00 2,450.00 

AZ  Arizona  520.00 510.00 

CA  California  560.00 630.00 

GU  Guam  1,800.00 2,500.00 

HI  Hawaii  1,080.00 1,050.00 

NV Nevada  590.00 650.00 

 


